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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 4
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Linda Scherr
	SUPERVISOR'S CLASS: Administrative Officer II
	personnel analyst: Trisha Benson
	personnel date: 9/28/04
	PERCENT OF TIME: 











45%








15%
	activity: POSITION SUMMARY:

An Office Technician (T) in the Executive Services unit of the Division of Management Services is responsible for performing daily activities as the Director's Receptionist and occasionally serves as the secretary to the Administrative Officer and leadperson over the Office Assistants in the Director's Correspondence Unit.

ESSENTIAL FUNCTIONS:

This position requires that the incumbent work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgment.  The specific essential duties are:

Using a multi-line telephone system, answers telephone calls for the Director, Deputy Directors, and the Department.  Greets the public and other visitors using tact and diplomacy to respond to questions and directs them to their destination.  Responds quickly and politely to all incoming callers.  Communicates effectively when responding to telephone calls from department personnel, other State agencies and the general public.  Independently refers callers to the appropriate staff member based on a comprehensive knowledge of the Department, its functions, and other State agencies.  Uses independent judgment in the maintenance of subject files and organizations with whom the Department has frequent contact.  

Download and format data from SAP/ESS for production of the Department's hard copy telephone directory.  Responsible for the overall maintenance of the database to ensure that the unit provides timely, clear, comprehensive and accurate information; requests data from the Department's Administrative Officers; reviews and compares data with established criteria for entering into the database.
	classification: Office Technician (Typing)
	appointee: 
	dwr position number: 0604-1139-003
	sap personnel no: 
	sap position number: 50000642
	division: DMS/Executive Services
	mcr: I
	percent 2: 10%



10%


10%



10%
	activity2: Acts as backup to leadperson for Executive Services over three unit Office Assistants.  Trains support staff on the Department's policies and procedures.  Plans, organizes and directs the assignments of the unit.

Serves as backup to training coordinator.  Prepares training requests and reviews for completeness and accuracy, signs and submits to Administrative Officer for approval.

Acts as backup secretary to the Administrative Officer.  Types a variety of correspondence in draft and final format; answer telephones; and prepare purchase requisitions for supplies and equipment.  Maintain DMV driver license records for DMS; and desk procedure manual.

Serves as backup to timekeeper for Executive Division and Executive Services, which include Washington D.C. representative with time recording, training needs, conferences, and travel expense claims


	supervisor name: 
	employee name: 


